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When  a  farmer  asked  Abraham  Lincoln  for  advice  on  moving  to 
an  area  that  might  have  more  water,  Lincoln  replied,  "Drop  your 
bucket  where  you  are." 

Lincoln's  advice  about  exploring  all  the  possibilities  where  you 
are,  still  holds  true.  In  a  similar  vein,  Robert  J.  Simonds  of  the 
education  and  training  department.  Aluminum  Company  of 
America,  recently  told  a  group  of  office  women  some  factors  in 
job  success.  "Developing  yourself  for  advancement  involves 
ability,  ambition,  training,  demonstration,  and  opportunity. 

"Ability  includes  your  intelligence  and  skills.  Make  the  best 
possible  use  of  your  skills.  Know  the  extent  of  your  abilities — ■ 
what  you  are  really  capable  of  doing.  Make  an  honest  evaluation 
and  know  your  limitations.  Do  as  good  a  job  as  you  know  how. 

"Ambition  is  the  desire  to  get  ahead,  to  become  more  useful  to 
your  organization.  You  need  to  feel  a  healthy  dissatisfaction  with 
what  you  are  doing  and  an  urge  to  contribute  more. 

"Training  is  the  road  to  take  to  develop  your  abilities  and  ambition. 
Any  type  of  educational  activity  will  help  to  broaden  your  skills. 

"Demonstration  is  like  advertising.  Look  for  ways  to  demonstrate 
your  new  skills  and  training.  Offer  to  do  extra  things  that  you 
think  you  can  handle. 

"Become  sensitive  to  situations  that  present  opportunities,  or  create 
an  opportunity." 

Mr.  Simonds  added,  "Take  advantage  of  your  company's  training 
programs  and  the  sources  of  information  on  plans  and  projects.  To 
learn  your  firm's  objectives,  use  the  communication  channels — 
contacts  with  your  supervisor,  department  or  staff  meetings,  sug¬ 
gestion  systems.  Ask  questions.  Speak  up.  Suggest  ways  to  do  the 
job  better.  You  can  make  a  worthwhile  contribution,  and  you  can 
gain  recognition  for  a  good  idea. 

"Companies  do  many  things  to  develop  personnel.  Few  men  will 
push  employees  into  developing  themselves,  but  they  will  help 
the  one  who  shows  that  she  wants  to  grow." 
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Office  Woman  of  the  Month- 
“Miss  First  National” 


She  has  been  recognized  by  the  Downtown  Mer¬ 
chants  Association  of  Orlando  for  her  courtesy  to 
customers,  for  the  past  two  years. 


Mrs.  Toole  was  born  in  Piedmont,  Florida,  and 
attended  schools  in  Apopka,  Florida.  Prior  to  her 
coming  to  the  bank,  her  husband,  the  late  Allen  G. 
Toole,  was  on  the  staff  for  some  years. 


When  Mrs.  Toole  was  given  her  Distinguished 
Salesman's  Award  at  a  dinner  attended  by  400  busi¬ 
ness  and  professional  leaders  in  Central  Florida,  she 
received  a  standing  ovation.  Then  Mr.  Linton  E.  Allen, 
the  bank's  chairman  of  the  board,  was  asked  to  say 
a  few  words. 


He  replied,  "What  can  I  say?  The  First  National 
Bank  at  Orlando  has  enjoyed  phenomenal  growth  in 
the  past  decade.  Why?  Because  of  such  efficient, 
helpful,  and  loyal  staff  members  as  the  one  we  honor 
here  tonight — 'Miss  First  National'  herself,  Mrs.  Anna 
Olson  Toole.'' 


There’s  One  in  Every  Office 
Connie,  the  Consultant 


It  may  take  all  kinds  of  people  to  make  an  office, 
but  some  of  them  we  can  do  without.  High  on  the 
list  of  expendables  is  Connie,  the  self-appointed  con¬ 
sultant.  No  matter  what  you're  doing,  Connie  knows 
a  better  way.  Her  favorite  line  is,  "Where  I  used  to 
work,  we  did  it  this  way.”  The  fact  that  her  former 
employer  went  bankrupt  doesn't  stop  her. 


Unsolicited  advice  on  your  work  is  hard  enough 
to  take,  but  Connie  also  fancies  herself  as  a  fashion 
consultant — though  she  doesn't  look  the  part.  When 
you  wear  a  new  dress,  Connie  remarks,  "It's  too  bad 
the  store  didn't  have  that  in  a  more  becoming  color.” 
If  the  dress  has  a  full  skirt,  Connie  says  that  you 
should  always  wear  slim  skirts  -  or  vice  versa. 


After  you've  had  your  long  hair  cut  for  a  short 
bouffant  style,  Connie  moans,  "It's  too  bad  you  cut 
your  hair.  It'll  take  months  to  grow  back,  and  you 
looked  much  better  the  other  way.” 


Connie  is  a  crapehanger  on  medical  and  personal 
affairs,  too.  If  you  shrug  off  a  minor  ailment,  she 
knows  someone  who  died  of  it.  Mention  that  your 
daughter  went  to  her  first  prom,  and  Connie  replies, 
"Kids  are  way  ahead  of  themselves  these  days.  They 
go  steady  in  junior  high,  and  before  you  know  it, 
you'll  be  a  grandmother.” 


When  Connie  overhears  where  you're  going  on 
your  vacation,  she  complains  that  she  had  a  terrible 
time  there.  Her  own  plans  are  indefinite;  she  has  been 
too  busy  advising  other  people.  Next  time  she  pauses 
for  breath,  you  may  be  tempted  to  give  her  a  sug¬ 
gestion;  "How  about  a  slow  boat  to  China?” 


FROM  NINE  TO  FIVE 


By  Jo  Fischer 
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Holcl  it,  Deleria.  The  kids  at  the  office  will  just  love 
this  one.” 


In  the  bank's  continuous  sales  program,  Mrs.  Toole 
has  been  directly  responsible  for  more  than  two  hun¬ 
dred  sales  the  past  year  in  the  form  of  additional 
services  for  customers  and  new  services  for  prospects. 
Partly  due  to  her  efforts,  the  bank  recently  had  to 
order  additional  safe-deposit  boxes  for  its  new  12- 
story  building. 


In  recognition  of  the  splen¬ 
did  work  for  which  Mrs.  'Toole 
has  become  renowned,  she 
received  the  Distinguished 
Salesman's  Award  for  1960-1 
from  the  Central  Florida  Sales  Executives  Club. 


Mrs.  Toole  has  worked  in  many  different  depart¬ 
ments  in  the  bank,  since  joining  the  staff  in  1944,  and 
is  presently  senior  teller. 


Anna  Olson  Toole  is  "Miss 
First  National”  to  thousands 
of  Central  Floridians.  Cus¬ 
tomers  at  the  First  National 
Bank  at  Orlando  have  a  habit 
of  waiting  at  length  just  to 
exchange  the  pleasantries  of 
the  day  with  "Miss  Anna.” 


possible  at  the  least  cost  consistent  with  quality. 
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Dartnell  Standard  Abbreviations  Guide 


UNITED  STATES 
POSSESSIONS 


Canal  Zone . C.Z. 

Guam . Guam 

Puerto  Rico . P.R. 

Samoa . Samoa 


THE  UNITED  STATES 


Alabama . Ala. 

Alaska . Alaska 

Arizona . Ariz. 

Arkansas . Ark. 

California . Calif. 

Colorado . Colo. 

Connecticut  ....  Conn. 

Delaware . Del. 

District  of  Columbia  .  D.C. 

Florida . Fla. 

Georgia . Ga. 

Hawaii . Hawaii 

Idaho . Idaho 

Illinois . Ill. 

Indiana . Ind. 

Iowa . Iowa 

Kansas . Kans. 

Kentucky . Ky. 

Louisiana . La. 

Maryland . Md. 

Maine . Maine 

Massachusetts  .  .  .  Mass. 

Michigan . Mich. 

Minnesota . Minn. 

Mississippi  ....  Miss. 

Missouri . Mo. 

Montana . Mont. 

Nebraska . Nebr. 

Nevada . Nev. 

New  Hampshire  .  .  N.H. 

New  Jersey  ....  N.I. 

New  Mexico  ....  N.Mex. 

New  York . N.Y. 

North  Carolina  .  .  .  N.C. 

North  Dakota  .  .  .  N.Dak. 

Ohio . Ohio 

Oklahoma . Okla. 

Oregon . Oreg. 

Pennsylvania  .  .  .  Pa. 
Rhode  Island  ....  R.I. 
South  Carolina  .  .  .  S.C. 
South  Dakota.  .  .  .  S.Dak. 

Tennessee . Tenn. 

Texas . Tex. 

Utah . Utah 

Vermont . Vt. 

Virginia . Va. 

Washington  ....  Wash. 
West  Virginia  .  .  .  W.Va. 

Wisconsin . Wis. 

Wyoming  .....  Wyo. 


CANADIAN 

PROVINCES 


Alberta . 

.  Alta. 

British  Columbia  .  . 

.  B.C. 

Manitoba . 

.  M. 

New  Brunswick  .  .  . 

.  N.B. 

Northwest  Territories. 

.  N.W.T. 

Nova  Scotia . 

.  N.S. 

Ontario . 

.  O. 

Prince  Edward  Island . 

.  P.E.I. 

Quebec . 

.  P.Q. 

Saskatchewan  .  .  . 

.  Sask. 

COMPANY  NAMES* 

Spell  out  names  with 
exception  of: 


Brothers . 

.  .  .  Bros. 

Company .... 

.  .  .  Co. 

Corporation  .  . 

.  .  .  Corp. 

Incorporated  .  . 

.  Inc. 

Limited  .... 

.  .  .  Ltd. 

ADDRESSES 

Avenue . Ave. 

Boulevard . Bl. 

Building . Bldg. 

National  Bank 

Building  .  .  Natl.  Bank  Bldg. 

Parkway . Pkwy. 

Place . PL 

P.  O.  Box . Box 

Road . Rd. 

Square . .  Sq. 

Street . St. 


*In  correspondence,  spell  company  names  just  as  they  appear 
on  letterheads,  envelopes,  or  forms.  Do  not  abbreviate  a  word 
unless  the  company  itself  abbreviates  it. 


Executive  Titles 


Accountant . 

Accounting  Department  .  .  . 
Administrative  Assistant  .  .  . 

Advertising  Director . 

Advertising  Manager  .... 
Advertising  Production  Manager 
Assistant  to  the  President  .  .  . 
Assistant  Vice-President  .  .  . 

Associate  Editor . 

Attorney . 

Auditor . 

Branch  Manager  . 

Business  Manager . 

Chairman  of  the  Board  .... 

Chief  Engineer . 

Circulation  Director . 

Circulation  Manager . 

Comptroller . 

Controller . 

Credit  Manager  ....... 

Department  Manager  .... 

Director . 

Director  of  Employee  Relations 
Director,  Market  Research  .  . 

District  Manager . 

Division  Manager . 

Editor . 

Editor-in-Chief . 

Electrical  Engineer . 

Executive  Secretary . 

Executive  Vice-President  .  .  . 

Fleet  Manager . 

General  Manager . 

General  Sales  Manager  .  .  . 
Industrial  Relations  Manager  . 

Local  Manager . 

Manager . 

Managing  Director . 

Managing  Editor . 

Mechanical  Superintendent  .  . 
Merchandising  Manager  .  .  . 
National  Advertising  Manager  . 
National  Promotion  Manager 

Office  Manager . 

Owner . 

Partner . 

Personnel  Manager . 

President . 

Principal . 

Professor . 

Public  Relations  Director  .  .  . 

Publication  Manager . 

Publisher . 

Purchasing  Agent . 

Regional  Manager . 

Sales  Manager . 

Sales  Promotion  Manager  .  .  . 

Sales  Supervisor . 

Sales  Training  Director  .  .  .  . 

Secretary . 

Secretary-Treasurer . 

Service  Manager . 

Superintendent . 

Technical  Editor . 

Treasurer  . 

Vice-President . 

Works  Manager . 


Acct. 

Acctg.  Dept. 
Adm.  Asst. 

Adv.  Dir. 

Adv.  Mgr. 

Adv.  Prod.  Mgr. 
Asst,  to  Pres. 
Asst.  V.P. 

Assoc.  Ed. 

Atty. 

Aud. 

Br.  Mgr. 

Bus.  Mgr. 
Chairman 
Chief  Engr. 
Circ.  Dir. 

Circ.  Mgr. 
Comp. 

Cont. 

Cr.  Mgr. 

Dept.  Mgr. 

Dir. 

Dir.  of  Emp.  Rel. 
Dir.  Mar.  Res. 
D.M. 

Div.  Mgr. 

Editor 

Ed.  in  Chief 
Elec.  Engr. 
Exec.  Sec. 

Exec.  V.P. 

Fleet  Mgr. 

G.M. 

G.S.M. 

Ind.  Rel.  Mgr. 
Local  Mgr. 

Mgr. 

Man.  Dir. 

Man.  Ed. 

Mech.  Supt. 
Merch.  Mgr. 
Natl.  A.M. 

Natl.  P.M. 

Oft.  Mgr. 
Owner 
Partner 
Per.  Mgr. 

Pres. 

Prin. 

Prof. 

P.R.  Dir. 

Publ.  Mgr. 

Pub. 

P.A. 

,  Reg.  Mgr. 

.  S.M. 

.  S.P.M. 

Sales  Supv. 

.  S.T.  Dir. 

.  Sec. 

.  Sec.-Treas. 

.  Serv.  Mgr. 
Supt. 

.  Tech.  Ed. 

.  Treas. 

.  V.P. 

.  Works  Mgr. 


Last  Call  for  Super-Duper  Bloopers 

The  contest  on  most  embarrassing  moments  in  the 
offioe  will  olose  August  1,  1961,  If  you  have  had  an 
experience  that  left  you  redfaced,  but  wiser,  let  other 
readers  benefit  from  it,  or  ohuokle  over  it. 

Entries  should  be  250  words  or  less,  typewritten 
and  double-spaced.  Include  your  name,  position, 
company  name  and  address,  and  mail  your  letter  to 
the  editor  at  the  address  on  the  back  page. 

The  winning  letters  will  be  published  in  the  Bulle¬ 
tin —  anonymously,  if  speoified.  A  "From  Nine  to 
Five"  pin  is  the  first  prize.  Each  entrant  will  receive 
a  new  Dartnell  booklet  for  office  women. 


The  Mailbag 

How  to  Keep  Hands  Clean 

Our  office  manager,  Mrs.  Bernice  M.  Kaberna,  has 
given  us  an  excellent  suggestion  for  keeping  our 
hands  neat.  She  bought  a  box  of  polyethylene  gloves, 
that  dispense  like  wax  paper.  When  the  chore  of 
changing  a  typewriter  ribbon  comes  around,  these 
paper  gloves  keep  our  hands  clean  from  start  to  finish. 

"Handgards"  gloves,  made  by  Plasticsmith,  Inc., 
Concord,  California,  are  sold  at  drugstores.  Prices 
are  12  for  $0.98  or  24  for  $1.69,  in  dispenser  packs. 
— Evelyn  Jensen. 

Thanks  for  the  tip,  which  we  are  glad  to  pass  along 
to  others. 

Typing  Two  Masters  at  Once 

Some  time  ago,  a  reader  described  a  way  of  typing 
two  stencils  at  a  time.  Another  timesaver  is  to  prepare 
two  Ditto  masters  at  once.  You  arrange  two  masters 
with  carbon  paper  and  Ditto  carbon. 

If  a  half-size  form  (around  5  by  8  inches)  is  to  be 
run,  you  can  put  the  papers  in  the  typewriter  cross¬ 
wise  and  type  the  copy  on  both  halves  of  the  11-inch 
width.  With  two  copies  on  each  master,  you  actually 
get  four  copies  at  one  typing. — Elva  C.  Lennan 


Where  to  Buy  a  Flannelboard 

We  want  to  purchase  a  flannelboard.  This  is  a 
board  on  which  a  speaker  can  mount  key  words 
printed  on  boards  that  stick  to  the  flannel.  Do  you 
know  who  manufactures  such  boards? — M.  I. 

Robert  Straub  &  Company,  542  South  Dearborn 
Street,  Chicago,  Illinois,  WAbash  2-1881,  manufac¬ 
tures  flannelboards. 

Abbreviatrex  Speed- Writing 

I  have  been  trying  to  trace  a  speed-writing  method 
called,  "Abbreviatrex,"  which  originated  in  New 
Jersey.  Have  you  or  your  readers  heard  of  this  system? 
Various  libraries,  associations,  and  the  local  Board  of 
Education  have  not  been  able  to  help  me. — M.  C. 

We  haven't  been  able  to  locate  the  source  of  this 
system,  either.  If  any  reader  knows  the  name  and 
address  to  contact,  we'll  be  glad  to  forward  the 
information  to  you. 

Duz  Does  Everything 

The  secretary  to  the  top  executive  is  such  a  fanatic 
on  office  housekeeping  that  she  even  has  washed  his 
office  windows  on  occasion.  I  don't  know  whether 
my  boss  was  kidding  or  not,  but  today  he  asked  me 
why  I  didn't  wash  his  office  windows.  Is  there  a  limit 
to  what  is  expected  of  a  secretary? — B.  J. 

Maybe  the  other  secretary  has  the  time  and  comes 
down  dressed  for  window-washing.  Your  boss  prob¬ 
ably  was  kidding.  If  he  mentions  the  idea  again,  tell 
him:  "You  wash  and  I'll  dry." 

Powder  Puffs  at  20  Paces 

How  can  you  sidestep  a  deliberate  attempt  made 
by  another  woman  to  start  a  fight? — H.  R. 

People  who  like  to  provoke  fights  usually  feel  that 
they  can  beat  anyone  in  a  verbal  duel.  It  takes  two 
to  tangle,  so  ignore  the  challenge.  If  she  finds  that  she 
can't  get  a  rise  out  of  you,  she'll  give  up  eventually. 


Your  shortcut  is  appreciated  and  should  be  helpful 
to  fellow  readers. 
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